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IFITED  STATES  DEPARTMEK^  OF  AGRICITLTIIRE 

Library 

Washington  35,  D.  C,  ,  , 

April  2,  1946  / 

LIBRAHY  C.IRCIEiAil  'lJO.  -4;  Revised  ■ 

Procedure  for  AcqtLisition  and  Ihvent:Qry>f:Df  ^Published  kJJo^ 
•Material-5  Filing  in  Bureaus,  of  :trhe-- Bgaaartmen^.  '  (^  t 

I.  G-eneral 

This  procedure  is  concerned  with  the  iDrocurement ,  processing  and  inventory 
of  published  materials  in  accordance  with  De-partment  Regulations  1.911. 
through  1915.  and  1917-1918. 

Records  of  Working  Tools  prepared  and  maintained  in  accordance  mWcl  the 
Library's  instructions  replace  such  property  records  as  were  formerly 
maintained  by  the  various  Bureaus,    Records  of.  Working  Tools  maintained 
in  the  Library  also  replace  the  Library's  former  Permanent  Charge 
Record  for  cataloged  publications  filing  indefinitely  with.,  individuals  or 
in  offices  of  Bureaus,  as  all  publications  held  on  a  Permanent  Charge 
should  have  been  ,  reported  on.  the  general  .Working  Tool  inyentory,  due 
•n  June  30,  1943. 

,      .  IX.,  -  Wtrking  Tool'  Representative  . 

A.    The  Library  will  handle  all  matters  pertaining  to .  Working  .Tools 

through  a  representative  of  the  Bureau,  hereafter  referred,  to  as  the 
Bureau  Working  Tool  Representative,  ..The  functions  and. duties  of 
that  representative  include  the  following: 

1,      Responsibility  for  approval  of  requests  for  Working  Tools' 
frpm .both  sub j ect-matter  and  budgetary  view-points. 


2,-      li^sponsibility.  f or  proper  maintenance  of  the  Bureau  record 

.  of  Working  Tools.  . 

,  ■  -    , .  •        .  ■  ■  ■  .. ... 

B,    ..Alternates  for  the,, Bureau  Working  Tool  Representative  ma,v.  be 

 designatecL  when. necessary,  with  the  approval  of  the  Librarian. 

Notification  of ,  a  change  shall  ."be,.. sent  promptly  ;to  the  Librarian. 

Ill,      -acquisition  of  Published  materials 

a;    Published  materials  for  use  in  Washington  may  he  acquired;.:. 

I.         assi^ing  ,a  "copy  to  the  .Bure.au „frQ.m.Li'b.rary  .stock.  . 


2. 


By  purchase,  from  Bureau  ...f;unds.  (fTliia  ...applie^s  ..•nly,  t^  those  ^T^reaus 
which  .have  authori.t^Y,  "t.t  purchase^^  p.ubli:aat  tons.^^f  or,  :use  in 
Washlrig'toi;)'.  ■;.  "  '.^  •  ..'  .  •  *,  tf...  •  -v  ■ 
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3.  By  purchase  from  Library  funds.  (To  provide  Working  Tools  to 
those  Bureaus-  which  do  not ., have  authori.ty  for  the  purchase  of 
"books  for  use  in  Washington,  the  Department  Library  will  allot 

a  specified  amount  to  "bo.  spent  for  Working  Tools  for  that  Bureau 
and  will,  notify  each  Working  Tool  Repr^entative  of  the  amount 
availabrg  for  hTs"  "Bureau) . 

4.  By  gift. 

B.  Published  materials  for  use  in  the  field  may  be  acquired: 


1.  By  assigning  a  copy  to  the  Bureau  from  Library  stock. 

■ '  • 

2.  By  purchase  from  Bureau  funds.     {Library  funds  are  not  to  be 
used  for  the  purchase  of  Working  Tools  for  field  offices.) 

3.  By  gift.     ..  ■ 

C.  Form  AD-244,  Revised  September  20,  1945.     (Available  from  Central  Supply) 

1.  All  requests  for  published  materials  shall  be  submitted  to  the 
Library  on  Form  AI)-244,  "Request  for  I»urchase  of  Publication'^. 
All  requests,  before  they  are  sent  to  the  Library  should  be 
routed,  through  the;  appropriate  procurement  channels  prescribed   •  ' 
by.  eq^ch.  bureau  and  -signed  by  the  Bureau  Working  Tool  Representative 
in  ;space  16  on  Form- AI'-244..    The  Library  requires  only  one  copy  of 
Form  AD-244  for  its  us-e;.--  Please  "supply  all  information  available 
in  filling  out  the  AD-244. 

2.  ^i/hen  the- Form  AD-244  is  received,-,  the  Lib^rary  will  determine 
whether  a  copy  can  be  supplied  from  Library  stock.    If  this  can 
b,e  done,  the  publication  will  be  supplied  without  cost.  However, 
in  most  instances  the  publication  must  be  purchased, '  and  therefore, 
the  appropriation  from  which  the  publication  is  to,  be  obtained 
must  be  indicated-  in  space  12  on  each  FoWAD-24^V'  J^"  th6  Biireau 
desires  the  publication  only  if  a  copy  can  be  supplied  from. 
Library  stock,  indicate  by  inserting  "Do  not  purchase"  in  space 

12  of  the  form  AD-244. 

3«      For  all  Bureau  requests  to  be  paid  from  Bureau  appropriations, 
the  :^rea.u  copies  (lemon  and  salmon)  of  the  order  fanfold 
(Soe  sample  p.  7)  will  be  sent  to  the  Working  Tool  Representative 
as  Bureau -records  of  action  taken  by  the  Library. 

...4»  . .  All  voucl^ors  (covering  the. purchase  of  published  material  are  ' 
directed- to 'the  Library^    Vouchers  (Covering  su'l)scri|>tions  for 
newspapers  and  periodicals  chargeable  to  funds  of  the  requesting 
Bureau  of  the  Department  will  be  forwarded  immediately  by  the 
Library  to  the  individual  designated  in  Space  13  on  Form  AD-244» 


Vouchers  covering  non-periodical  pu'blicati ons  ■.V'ill -"be -.transniitted 
to  the  individual  designated  on  ?orm  ■AD-.'^44,. -.af  t er  the  Lil^rary 
has  "been  notified  that  the  material  has  "been  received.  When 
the  voucher  has  "been  scheduled  for  payment  "by  the  Bureau,  the 
date  should  "be  inserted, on  the  carhqn  of  t,he  .transmittal  letter 
.   •      forwarded  to  it  "by  the  Lihrary  and  the  carbon. -copy  returned  to 
■  ■the  Library.     Vouchers  chargeable  to  Library  funds,  will  be 
■'.  'i     •■processed  in  the  Library, 

5.    Publications  ordered  by  the  Bureaus  are  sent  either  to  the  Library 
in  Washington  for  transmittal  to  the.  Bur^^aii,  cr  direct  to  the 
consignee,  '  .   .  . 

a,  For  publications  sent  t.o  the  Library,  in- Washington,  the 
Library  retains  the  receipt  copy  (buff)  of  the  order  fanfold, 
(see  sam-ple  p.  7)  and  after  the  publication,  has- b  een.  received 
and  processed,  forwards  it  to  the  Bureau  Working  Tool 
Hepresen'tative,  together  with  the'iP-106^ 

b.  Por  publications'  sent  direct  to  the  consignee,  (newspapers, 
periodicals,   serials  and  expendable  publications)  the  receipt 
CbDy  of  the  order  fanfold  is  forwarded,  by -tiie  •  Library -to  the 
consignee.     Upon  receipt  of  the  publication  (in  the  case -of 

a  periodical  or  newsr^aper,  the  first  issue)  the  consignee 
shall  date  and  sign  the  receipt  copy  of  the  order  fanfold  and 
return  it  to  his  Bureau  Working  Tool  ReDresentative -who  sh^l 
forward  it  to  the  Libra'ry.  ~  If  the  publication  is  coded  as 
W.T,  under  "tyT)e"  on  the  order  fanfo.ld,  .Form  .AD-106--s.hall  ,be 
prepared  by  the  V/orking  Tool  Representative  and  at  least  two 
CODies,  the  original  and  a  carbon,  .shall  be  forwarded,  to  the 
Library,  togethTer  with  the  receipt6(^..,c.opy  ,of  the  order:  fanf  old 
-  (see  sample  p.  7  ahd"  instructions  in  section  V-3), 

IV,-     Inventory  of  Working  Tools  ;  •      "     ■  : 

Working  Tools  include  all  published  materials.  p^^Tied.  by  the  Department  . 
regardless  of  the  funds  from' which  purchased,  whether  previously  cataloged 
and  classified  by  the  Department  Library  or 'not,  which  are  on  file  in 
of f ices  ►of  the  Department  in  Washington  or  in  the  field.  Publications 
received  as  gifts  by  a  Bureau,  or  by  an  individual  .in  his . of ficial  .capacity 
ere  also  to  be  reported  as  Working  Tools  (See  DeiJartment  'Regulation  1915).  ' 
The  only  publications  which  do  not  have  to  be  listed- on  ■  inventory  a,r.e  U, S.D.A. 
Regulations, -all  expendable  publications  ( See  Department  Regulation  1911 
for  :d@finitibh)  arid  unbound  periodicals  less  than  five  years  old. 

A,        Date  for  Inventory  Reports.* 

.    The  first  inventory ' report  of  Working.  Tools  filing. in-  all  of  the 
offices  both  in  Washington  and  in  the  field  of  each  Bureau  of  the 
Department  was  due  on  June  30,  1943.     Inventory  of  publications  is 
required  by  Department  Regulation  1915;r 
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■  ■••■An  annual  review,  submitted  "by  the  Working  Tool  Ilepresent at ive  of  the 
Working  Tools  in  each  Bureau  is  due  on  Fe"bruarv  15th  .of  each- year. 
This  review  shall  he  taken  for  the  purpose  of: 

•   1;  '     Confirming  the  continuing  need  for  all .  pu'bli cations  assigned 

••  as  'Working  Tool's  or  returning  to  the  Department  Lihrary  publica- 
tibns  no  longer  needed,     (See  Section  VIII  for  procedure  for 
returning  publications.)     .       '  . 

2.. ■-■     'Reporting  any  variations  in  the  inventory,   such  as  missing 

puhlicat ions  or  additions  from  any  source  which  have  not  heen 
covered  "by  Form  AD-106  during  the  period. under , r-evievr.  (See 
■'■   .Section  IX  for'  the  procedure  for  reporting  lost.  Working  Tools), 

3-.   •     Reporting  aiiy  changes  from  the  classification  of  expendahl--^  to 
non-expend^^hle.   such  as  the  "binding '  of  current  periodicals 
or  the  retention  of  unhound  serial 'publications  which  have 
"become  more  than  five  years  old. 

If  the  procedures  for 'reporting  additions  and  deletions  during  the  year  as 
outlined  in  this  Circular  are  followf^d,  the  annual  review  need  involve 
little  more  than  the  'review  to  ascertain  whether  or'  not  all  pu'blications 
should  continue  to  "b-  "assigned,     A  •complete  n^^v  inventory  n-'^ed  ^ot  "be 
prepared,  .  Additions-  should  be  r^'^^orted  o^'  AD-.106  forms  giving  the 
information/ Piitl'ined- "in- Section  -TV^^  '  \ 

B,    :  ;  Inventbfy •  Procediire  '  '• 

A  record  of  the  firsts  inventory  shall  "lie  sent  to'  the  Department 
.     'Library  in  duplicate  'on  Form  AD-1I3.     (Available  from  Central  Supply) 

The  follovring  informati'^n  shall  be  given  for  the,  items  re-oorted  on 
inventory:  ■  '        -  -i:.: 

1,   •  :■  AUTHOR.'    Author's  surname  shall  be  given  f  ir'st ,,  followed  by  his 
'•  '■•.'.  ••  '   •','>-•  "        ■  '  'inltialsi     If  the  publication  is  issued  by  a.governmen 

•■■•aigehcy,* '  give  the  name  of  tl^at  issuing  office.  , 

:         2;-       TITLE.    '  Title  sh«ri  be  given  as  it  .appears .  on  the  tit le-page.  * 

.  .   .    3.  ;      DATg  0?  PIBLI cation;"     -This  is  found  ususiiy.'a^^ 

the  title-page.    •If  date  of  ■bubliCatidn  i,s  not  given  at.-tjie 
.  bottom  Of  the  t'i tie-page,  list'  the  copyright  dat^^  as  printed 
on  the  back  of  the  title-page,  _         ..       .  v 

4.        EDITION.      If  the  editip-^  is  other  than  the  first.,,  .indicate  the 
.-.  .'  '     edition  "printed'  on  the  '  Vit le-pag'e;'* '■ '  .  .- 
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5.  LI3RAJIY  CALL  HUMBSR.       This  shall  be  given  for  those  books  on 
v/hich  a  cell  number  app'^ars.     The  call  nmber  is  a  classifica- 
tion number  which  appears  on  the  bookplate  pasted  on  the  inside 
of  the  front  cover  and-  also  on  the  spine  of  the  book  near  the 
bottom.  When  the  spine  of  the  book  is  too  thin  to  carrv  the  call 
number,  it  will  be  on  the  upper  left  corner  of  the  cover. 

6.  ACCESSION  HLTOSH.      This  is  a  serial  momber,  which  if  it  is  in 
the  book,  will  appear  at  the  top-  of  the  page  following  the 
title-page.     The  Library  is  interested  only  in  the  Library 
accession  n-'omber  which  may  be  in  the  book.     Do  not  confuse  the 
Library  accession  number  with  the  Bur-^au  proDerty  number  v/hich 
may  be  in  the  book,   as  the  latter  should  not  be  list^-d. 

7.  P3III0DICALS.      Be  sure  to  state  if  BOIHTD  or  UI^niWD.  .  List  each 

■  bound  volume  senarately,  or  if  one  volume  is  bo^md  with  another, 
so  state.    As  with  the  other  publications,  list  the  accession 
number  if  any  appears  in  the  volume. 

Correct i      Journal  of  forestry. 


v,l-2  bound  together 

V,  3  bound 

V.  4  bound 

v.  5  lanbound 

V,  6  unbo-fond 


Incorrect :  Journal  of  forestry,  v,l-6  ■ 

In  the  latter  instance  the  information  is  insufficient  "because  it  fa.il s 
to  inform  the  Library  v.fhether  these  yolumes  are  bound  or  unboimd,   and  if 
bo'uhd,  .  which  yolutnes  are  bound  togethpr.  ■   ■  ' 

ExamiDle  of  method  f  or  •  re-oe-rti  ng  a  loublication  on  the  first  inventory  which 
is  to  be  sent  in  on  AIU113  -she-  ts  in.  duplicate. 

author.,   ■•  ■  ■  '   ■  ■  ■  title    '  edition        publication  date 

Radley,  .J,  A,  \'  •  | 

Starch  and. its  derivatives,       .  Sd.  2  ■  ■  -  1943. 

•    ..    ..  436025 

Accession  no^ 
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Sample  of  Jorm  AD-106  f^T  Ee.TOort ins:  ■Cnrr'->nt  Acquisitioris 


L^ron,  T.  L.  &  Buckmfm,  H.  0..  ....       .r-      ...    -  ■  • 

■"'(Item)      The  nature  and  proD^T-  ..  i-.^cce.ss.ion;  No, 

ti'e'S  of  soils,     Ed,  4      ^  Clas?? 

194.3  .  .  .    .  ■  Pur.  Order  Fo.. 

'■    ^  ^   ■     ■                        .   .       ■            "Von.  Fo.. 
Division         ..    .    •                                  ^''ou.  Date 
 On  Charge  to;  ,   .  .  Cost  -   


Srjl'  Conservation  Service" 
.Region  ?    ■  ■   


AD-106  Property  Rf-corn  C.arrl.   :   , .  

V,      Procedur'\  for  Rep  or  tins:.  Current  Acquisitions 

A,  Pu>)lications  Rec-ived  Through* tine  Department  Li"brary 

When  requir-d  by  Li.ora.ry  procedure,  publications  received  throusjh  the 
Department  Library  are  assign^'d  a.ccession  numbers,   and  bookplates  and 
i^'orms  AD-106  ("Property  r-cord")  are  prepr-red  in  th-^  Working  Tool 
Unit  of  the  Library,  for  trj>nsmittal  y^ith.the  publications  to  the 
Working  Tool  Repr-sr.-ntative. 

B.  Publications  Received  ..Direct,  from  .the  ..S^ablisher •  ■■ 

Publications  received  by  'the  consignee  direct  from  the  publisher, 
as  v/ell  as  any  other  n-'^y  acquisiti  ons  not  ..received- .from  the  Library 
(by  gift,  for  example)  and  for  which.no  •5^orm,s  AD-106  have  been- 
received  from,  the  Library,  sh.^11  be  reported  to  the  Library  by  the 
Working  Tool  .Representative  as  soon  as  rec-i.ved, .  .  ;  ' 

I,        ?or  material  procured  thrcigh  the  Library,  the  receipted  copy 
of  the  f)rcic»r  f^nfald  will  be  s-nt  by  the- consignee,  to  the 
Working  Tool  Representative  for'.f  orvrarding  to  the' Librf^ry. 
"  At  that,  time  the  Working  Tool  Represr^ntative  shall,  have  the 

necessary  conies  of  the  ?orm  AD-106  preppired  for  all  items  for 
which  the  s^nnbol  WT  appears  after  the  vrord  "T:^e"  on  the 
receipted  cop^^  of  the  fanfold  (Se-  sem^le  p.   7).     At  least  two 
copies,  the  original  and  a  carbon  of  the  ?orm  AD-106,   shall  be 
sent  with  thp  receipted  order  f.pnfoTd  to  th^  Departm.ent  Library. 
Wh^^n  the  W  svmbol  is  not  present  only  the  receipted  copy  of 
the  order  fanfold  n--d  be  sf^nt,     Curr^-nt  newsn.'^p-rs,  current 
periodicals,   and  expendabl-^s  ^^re  -^ot  cod'^d  WT  sinc-^  thev  need 
not  be  rePortP'd  on  inventor:;". 
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2. 


For  materiel  received  ?.s  gifts  (not  through  the  Lihrary)  hy  a 
Bureau  or  "by  an  individual  in  his  offici-».l:-  cai^-a.Gity,  Jlorrn  AD~106 
«hall  iDe  Torepared  and  forv/arded' to  the  Lihrar?/  "by  the  V/orking 
Tool  Het)res'entative  woon  notification  "by  tecipient  of  receipt 


of  the  gift. 


Sampl-e  Order  ?aniold 
(3ur65au  'coT)ie.s^r^- .lemon  and  salmgn;  recei"ot  copy  is  huff  colored): 


Lf.  S.  ..D.  A.  LI3i?UJ^,  -vASHIl^OTON  25.  D.  C.  • 
Bleag:e  sudtoI^/  the  fgl lowing  puhlication  to  the 
address  noted  on  the  "back  of  this  order. 


ORDER  jMlU'SSH 
00000 


Millar,  Charles  . Ernest 

IHindamentals  of.  Soil  Science, 

Ordered  .  -  . 

from:      Wiley  &  Sons 


1945 


Date:  ?-l-45 
Information- below-  this  .line,  for.  Li'brary  use  only, 


Ralph  R,  Shaw. 
Thr-  Li'brarian 


APpr, 

rrcj. 

Dest* 

'.. "Type 

v>  1. 

L.  C. 

'        Call  I^To.' 

Est. 

*  • 

VI. 


-Pro.ced^jre  for^Handli^s:  Booimlat'^s  and  Accession'  ITumhers 


Bookplates  and  accession  num"bers,  when  required  "by  Li"bra-ry  Procedure,  are 
assigned  to  all  Working*  Tools  reported  h?^'  the  V/orking  Tool  Re-ores ent at ive 
which  have  not  "been  previously  accessioned  "by  the  Li'brary,     The  "bookplates 
are  forwarded  to  the  Working  Tool  Representative  for  pasting  on  .the  inside 
of  the  front  cover  of  the  puhlication.     The  accession  num"ber,  as  found  on 
the  "bookplat-e  ?jid  Form  AD-106,  shall  he  copied  in  ink  at  the  toD  of  the 
page  following  .  the  titlr^-T)!?.gp'  of  the  pu"bli cation.     If  there  is  a  Li'brary 
accession  num'ber  .(.not  Bureau  iDroiDerty  nuin"ber)  alr-ady  there.,  that  number 
shall  "be  transferred  to  the  AD-106  forms  and  the  fcrms  returned  to  the 
Li"brary. 

Pu'blications  which  have  Departm.ent  Li'brary  "bookplates  already  in  them, 
and  for  which  no  new  "bookplates  are  issued  shall  have  thr-  bookplate 
-marked  WT  next  to  the  call  number. 


No  bookplate  is  suT)-olied  vrhen  an  accession  number  :  is  not-  assigned, 
cases,  W.T,   shall  be  written  on  the  cover. 


In  such 
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VII.       Indefinite  Loans.  ' 

Doipartincnt  'Regulation  1915  specifies  that  "liTlion  the  Department  Library  has 
only  one  .copy  of  a  publication,  it  may  be  assigned  as  a  Iforking  Tool  only 
in  exceptional  cases*"     Such  publications  are,  for  purposes  of  differentia- 
tion, designated  as  "Indefinite  Loans"  because  unlike  usual ' Working  Tools, 
they  are  subject  to  immediate  recall.  .         \  . 

In  those  rare  cases  in  which  at  the  request  (accompanied  by  written 
justification)  of  the  Working  Tool  Representative  the  only  copy  is  assigned 
with-  the  Librarian's  approval- to  -file  with  an  individual  for  periods 
longer  than  the  usual  loan  period,  it  will  be  charged  on  Form  AD-106 
which  must  bear  the  name,  room  number  and  telephone  number  of  the  individual 
with  whom  it  files.     In  such  instances,  the  Form  AD-lOG  and  the  bookplate  for 
the  publication  will  be  marked  "Indefinite  Loan.     Subject  to  immediate 
recall".     "Indefinite  Loan.s"  shall  be  available  to  others  when  needed  and 
such  publications  must  be  supplied  promptly  upon  request  of  the  Library. 
Failure  to  comply  within  48  hours  after  request  from  the  Library  may 
result  in  cancellation  of  all  "Indefinite  Loan"  privileges  of  the 
individual  with  whom  filing.     The  Library  will  return  promptly  all  .. 
"Indefinite  Loans"  borrowed,    publications  assigned  as  Working  Tools'  will 
be.  recalled  by  the  Library  only  in  emergencies.     (See  Department 
Regulation  1915).       -  .. 


VIII.     .Return  of  Working  Tools  and  indefinite  Loans 

All  unneeded  Working  Tools  or  Indefinite  Loans  must  be  returned  "to  the 
Department  Library  through  the  Bureau  Working  Tool  Representative  and  the 
responsibility  of  the  Bureau  for  the  publications  is  not  transferred 
unless  such  a  procedure  is  followed. 

A.        Surplus  Publications  Never  Reported  on  Inventory 

Surplus  publications  shall  be  returned  to'  thV  DepaJrtment  Library, 
Washington  25,  D.  C,  by  the  Working  Tool  Representative  with  a 
transmittal  note  stating  that  the  items  are  surplus  and  were  never 
»    '■   reported  on  a  Worki-ng- Tool,  inventory. 

;  .       B.        Working  Tools  No  Longer  Needed.  .  ■ 

■        •    The  Working  Tool  liepresentative  shall  return  to  the  Working  Tool 
7'  ...  -  Unit  of  the  Department  Library,  Washington  25,  D.  C*,  volumes 

no  longi3r  need'ed  a' g' Working  Tools,  together-  with  the  Bureau 
.7^        .      •  copies  of  the  Forms' AD-IOS' and  a  transmittal  note.-  •  , 


r 


The  Library  will  receipt  and  return  to  the  Working  Tool 
Representative  the  Library  copy  of  the  Form  AD-106.     I'/hen  more 
than  one  volume  is  listed  on  a  single-  Form  AD-106  and  all 
volumes  are  not  being 'returned,  the  old  form  will  bo  sent  back 
receipted  for  the  volume ^or  volumesrreturned,  with  a  new  Form 
AD-106  issued  for  the  volumes  retained. 
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If  I'orms  Ar-106  have  not  'beon  received  from  the  Lilsrary,  the 
Volume  and  note  of  transmittal  shall  "be  forwarded  to  the  forking 
Tool  Unit.    The  Li'brary  v/ill  prepare  a  receipt* 


IX. 


Reporting  of  Lost  l/orking  Tools 


The  Vforking  Tool  Representative  shall  report  lost  V/orking  Tools  or 
"Indefinite  Loans"  by  sending  to  the  Department  Li'brary,  Washington  25, 
D«  C«  ,  the  Burea.u  copies  of  the  Terms  AI3-106  with  a  transmittal  note. 
If  book-plates  sent  with  the  forms  ha-ve  never  "been  pasted  in  due  to  loss 
of  the  volumes  for  which  they  were  intended,  they  shall  he  returned  with 
the  Term  AP-IOS. 

The  Library  will  cancel  the  Library  copy  of  the  AD^IOS  form  and  return  it 
to  the  Working  Tool  Representative.    !«/hen  more  than  one  volume  of  a  title 
is  listed  on  a  single  Form  AD^IOS,  and  all  volumes  are  not  reported  as 
"lost",  the  old  Form  AD-106  will  be  cancelled  and  a  nev/  AD-106  form 
issued  for  the  volumes  still  on  file. 

If  the  AIU105  form  has  not  yet  been  received  from  the  Library,  a  written 
notification  of  the  loss  shall  be  sent. 

Replacements  shall  be  purchased  by  the  Bureau,  under  the  provision  of 
Department  Regulations  1914-1915.    For  "Indefinite  Loans"  a  Form 
AD— 244  shall  accompany  the  transmittal  note. 


Ralph  R.  Shav; 
The  Librarian 


